EVERYTHING NEW DATA
COORDINATORS
SHOULD KNOW



DATA COORDINATOR
RESPONSIBILITIES

®* The data coordinator is responsible for ensuring all
data submitted to TJJD is accurate, timely and

consistent with reporting requirements.

® The data coordinator ensures that data errors are
corrected prior to the submission of monthly data or

by the date requested.



DATA COORDINATOR
RESPONSIBILITIES

® Notify TJID in advance of any local VPN changes

® Submit the Monthly Folder Extract to TJJD



DATA COORDINATOR
RESPONSIBILITIES

® Submit the Monthly Folder Extract to TJJD

®* An automated process to extract and submit modified

case records from the department's system to TJJD.

®* The extract created by JCMS follows in accordance with

the Electronic Data Interchange (EDI) Specifications.

® The monthly extract is due by the 10™ of the month.



ELECTRONIC DATA INTERCHANGE
(EDI) SPECIFICATIONS

® Document developed by TJJD outlining the data
fields and file structures that each department is
required to follow in submitting the TJJD monthly

folder extract.



COMPREHENSIVE FOLDER EDIT

®* The CFE is an edit report designed to identify
potential errors in your data.

® Prior to submitting the Monthly Extract:
® Run the CFE

® Correct the errors on the CFE

® Rerun the CFE to verify corrections



HOW TO RUN THE MONTHLY
EXTRACT

TechShare.Juvenile and JCMS.Basic User, TIID (Anc Home | Lo

Home Search Juvenile ¥ E

ome Pac

Welcome

Find a Juvenile

TIID - EDI E




ENTER THE APPROPRIATE TIME
PERIOD

TechShare.Juvenile and JCMS.Basic User, T1ID ( Home | Logout

Home Search Juvenile ¥ E

CMS Home Page = T11D - EDI Extract =

TJJD - EDI Extract

tart Date: |07

An additional emai
processing log:

MET CLR 2. ; JNET CLR 3 -NE dia Center




DATA COORDINATOR
RESPONSIBILITIES

® Submit Monthly Extract to TJJD continued...

° Only information entered /modified during the month is
included in the extract. Changes made between the 1" and
10" of the following month are not included in the current
extract.

* Example: You run the CFE and make a correction on the 2" of the month. This
change will not be included in the extract you are sending.

° You may receive an error on your extract that is not included
on your CFE.

° The monthly extract is a more detailed report process on our
end.



SECURITY - USERNAMES AND
PASSWORDS

® Each user should have their own login and password.
® Limit Delete /System Administration access.

® Verify that current users don’t have more access than
they need.

® Inactivate anyone no longer employed.

® Do not allow Microsoft to ‘Remember Password’






REPORTING REQUIREMENTS

®* The data coordinator should have a complete

understanding of all reporting requirements.

® Monthly Extract Edit Report

* Quarterly Edit

® Comprehensive Data Audit

® Funding Source Audit

® Annual Resource Survey

® Grant Reporting Requirements

® QOther information as requested



MONTHLY FOLDER EXTRACT EDIT
PROGRAM

® This program was developed to automatically review

each Monthly Folder Extract prior to storing the data
in TJJD’s database.

® An extract report is sent to the Chief’s TJJD email and

additionally can be sent to a second email address.

® Check for confirmation each month.



ADDITIONAL EMAIL FOR EXTRACT
RESULTS

TechShare.Juvenile and JCMS.Basic User, TIID (Anderson Co Home | Logout

Home Search Juvenile ¥ '

My JCMS Home Pac

TJJD - EDI Extract
*sStart Date: (07/2016
*End Date: |07/2016

An additional e
pr sing log:

Current role:

g Date & Tim

rident, JMET CLR MET CLR. 3 { Media Center




MONTHLY EXTRACT ERRORS

®* Two Types: ‘Needs to be corrected’ and
REJECTED Errors

° Error in Referral, PID XXX Referral XXX: '0000000' is not a
valid Originating HQ PID Number.

° Error in Referral, PID XXX Referral XXX: '755" is not a valid
Referral County Number for specified Referral Type.

*Rejected™



MONTHLY EXTRACT ERRORS

® Records with errors are added to your

department’s data table.

® REJECTED records are NOT added to your

department’s data table.

® Regardless of the type of error, you do NOT have

to resubmit in the same month.



MONTHLY EXTRACT ERRORS

® End of report

- CountyNamel

Processed:

0 Program Component
of report.

- CountyName2Z
Frocessed:
Error in Drug Aok B ) 00 65: i iz not a valid Funding Source Valu
46 Referrals
ffen

Supervisions
nt

End of report.




QUARTERLY EDIT

®* The Quarterly Edit is run by TJID. It identifies
any record previously listed in the Monthly Folder
Extract Edit Program that has not been corrected

within the last twelve months.



COMPREHENSIVE DATA AUDIT

®* Comprehensive review of extracted data
®* Once a year

® The CDA reviews each file and cross-references
data between files for completeness and

consistency.

®* The process consists of reviewing cases referred

or active within a specific time period.



COMPREHENSIVE DATA AUDIT

® Check the CDA Manual for explanations and

exceptions to errors.

®* Each year Research may add or remove errors.

®* Keep your CDA Report to reference next year.



FUNDING SOURCE AUDIT

® Review of funding sources used
® Ran twice a year

® Check the FSA Manual for explanations and

exceptions to errors.
®* Each year Research may add or remove errors.

®* Keep your FSA Report to reference next year.



GRANT FUNDING

®* Grant Funding is reported to TJJD

automatically through the monthly extract.

® Funding Sources should be entered in JCMS for
all TJID grant funding.



ANNUAL RESOURCE SURVEY

* Typically completed in late spring/early summer

* Staffing and Caseloads

®* Community Based Programming

® Juvenile health care costs incurred by the

department






RECOMMENDED CRITERIA FOR STATEWIDE
SEARCH

TechShare.Juvenile and JCMS.Basic

Home Search Juvenile ¥

D Enter Date of Birth lsswstion | Weame o Serch

The pur,

What to Do:

y v
¥ Name: !mv | Enter criteria v chy
H returned will match all of the criteria

o

P Enter Sex

[ My County Only

P Uncheck

(] Soundex Enabled

[ Archived Records

‘My County Only’ -




ARCHIVING JUVENILES

Archive a Group by Age — Under Maintenance

Maintenance

Actions and D ions Funding
Archive Juveniles Gangs
Behavioral Health Providers Hearing Types

Child Lives With Holidays

Placement Facilities

Program/Service Providers

Archive Individual Records

Gang
Gang Affiliation: Unknown
Gang Name:
S Custody: No Gang Inv
Prior JJAEP: No
ention Youth:

i ved:
JJAEP Student:

TJJD Parolee:
Discharged TJJD Parolee:

Sex Offender Status

ID Numbers
SS#:

DL:

DL Exp:
State ID:







SEARCHING FOR AN OFFENSE

® Enter the Offense Date prior to searching.

® Search results are based on the Offense Date.

Offense Summary

*(ffense Time: :

‘Ofensedgenc: ]
ofensel| ]

*]PD Complaint Received |:| = *Weapon Used/In \/fes Ono

Date: Possession:

Counts: |:| DPS Firearm Type:

*Service Report #: l:l *School Related Location:

TRS:

School Campus:
i actic Vinlanre b &
LEA Domestic Violence O *Gang Related:
Offense: o
*Substance Abuse "Yes '

Related:

#Sexual in Nature: '-/fes \No




CLOSE OFFICER ASSIGNMENT

® Juvenile completes supervision

®* Under Case Management, close Officer Assignment

Officer Assignment History

Officer Name

@ Gonazales, Pete

Email: PeteGonzales@example.com
Phone:

Officer Name




ASSOCIATE CHRONOS TO REFERRALS
AND /OR OFFENSES

® Chronos associated to a referral /offense are
automatically:
* sealed if the referral /offense is sealed.

* deleted if the referral/offense is deleted.

Add Chronological Note




UPDATE HOLIDAYS

®* Holidays are excluded when calculating Length of

Stay on the Detention Screen

®* Update Holidays under Maintenance

Detention History

itation: PC 22.01{a){1)
gree: MA

Offense #: 0010010485-01




HOLIDAYS

Maintenance

Actions and Dis Fundin C MNon-Residential !

Archive Juv 3 Gangs Notifica

Behavioral Health Providers Hearing Types Placement Faci

Child Lives With idays <:| Program/Service Providers

Chronelogical Mote Types Identification Types Programs
sion Conditions Maintain Courts Seal Juvenile Record
Maintain Divisions and Units

Non-Residential Service Providers User Defined Fields




ADDING NEW JUDGES

® Judges and Prosecutors are set up under security
® Includes them on drop-down lists

® Does not give them access to JCMS

Maintain User Profiles
lastName:[ ] FirstName: UserName:[ ]
AgencyName: [ | Employee#[ ] Status m Clear

Name User Name Agency Name Unit Employee # ast Logi Status Actions

Judge, Judy JR Judy001 289TH DISTRICT COURT SAN ANTONIO Badge00768 08/30/2012 13:12 Active Add Like
o Reset Password
Change Unit
Suspend
Terminate




RESET PASSWORDS

®* The System Administrator can reset passwords

®* TJJD can reset passwords if no one in your

county is available

Maintain User Profiles
LastName:[ | FirstName: UserName:[ |
AgencyName: [ ] Empoyee#[ | swms[Adve v (CEETEEE Clear

Name User Name Agency Name Unit Employee # Last Login Status Actions

Marroquin, Laura | laura001 ANDERSON COUNTY JUVENILE PROBATION DERPARTMENT | Southside 1867 09/26/2013 17:45 | Active Add Like
0 Reset Password
Change Unit
Suspend
Terminate




K\D
VIOLATIONS
N\

®* When can you use these offenses/referrals:

® Viol of Court Order — Technical

® Viol of Court Order — New Offense

® Viol of Court Order — (Det Sent Prob) — New Off
® Viol of Court Order — (Det Sent Prob) — Technical

®*  When the juvenile is on probation
®* NOT when juvenile fails deferred

®* NOT when juvenile violates conditions of release




MODIFIED AND EXTENDED

®* What type of referral can you use the following
dispositions on?¢
®* Probation Modified
® Probation Extended
®* Probation Revoked — Indeterminate Commitment

® Probation Revoked — Determinate Commitment



SUBSEQUENT DISPOSITION

®* When can you enter a subsequent disposition?

Referral History

VIEW 0256 | BURGLARY HABITATION INTEND OTHER
0 FELONY

atute Citation: PC 30.02(d)
egree: F1
e # 0010000258-01

red Prosecution by Prosecutor (10/01/2016)
ion: Adjudicated - Placed on Probation (01/13/2017)




MULTIPLE DISPOSITIONS

1 ® The juvenile has matching dispositions on the

same date, how should they be entered?

® One referral should have the disposition, the rest should be

Consolidated

® The referral with the disposition should have the supervision

attached to it




ADDITIONAL TIPS

®*|If you add or make offense changes on a
referral that has a disposition, edit the

disposition and verify the DOI’s

Offenses

BURGLARY HABITATION INTEND OTHER FELONY

Citation: PC 30.02(d)

Indicator
101: Primary
DOI: Primary

10l Secondary
DOl



ADDITIONAL TIPS

® If you change an existing offense to a Viol of
Court Order, edit the referral and attach it to

the original referral

Remove

Attach Offense- [09/20/2016 - 22990003 - BURGLARY HABITATION INT Complaint Received Date: 09/20/2016 IO [Primary  v]

Remove

Attach Offense: [9/2072016 - 50129004 - VIOL OF COURT ORDER - R Complaint Received Date: 09/20/2016 I01:| Secondary V|

Add Another
Original Referral Details

OriginalReferral [~ ] o
Save & Assign PO m Cancel




ADDITIONAL TIPS

® Original jurisdiction should be ‘County’ and
YOUR county

Edit Referral

Referral

- | Formal

Paper Complaint Date |:| |

Paper Complaint Time: |:| :
*Referral Date: |09/20/2016 = *County: Anderson v

*Referral Source: |Police Agency

“Referral Time:
Originating Jurisdiction
PID:




ADDITIONAL TIPS

®* If you make changes in maintenance to correct
a juvenile’s record, you must do a resave on

the juvenile’s record
® Do not enter ‘placeholder’ data

® If in doubt, call or email, we can look at

production data






HELP DESK PROCEDURES

® Data Coordinator is first point of contact for

county staff

® Data Coordinator will contact TJJD Support

Services

® TJJD will contact CUC on behalf of the county



TEXAS JUVENILE PROBATION
DIRECTORY

®* The TJID Directory contains names and addresses of
Texas juvenile probation professionals, such as the Data

Coordinators.

® The directory is on-line and available here:

http:/ /www.tjjd.texas.gov /publications /other /searchjuvprobdirectory.aspx

® Data Coordinator contact information must be updated in

the directory as necessary.


http://www.tjjd.texas.gov/publications/other/searchjuvprobdirectory.aspx

EMAIL ADDRESSES

® Enterprise & Customer Support Services maintains
a separate list of Data Coordinator emaiil

address.

® Please notify us if:

®* Your email changes

® You would like to add someone to our distribution list



JCMS TRAINING AVAILABLE

® JCMS Basic for new users

®* Hands on step by step basic for new users

®* JCMS Basic Advanced

® Designed for Data Coordinators or users with a good
understanding of JCMS

® Contact Enterprise Support to register

® 512-490-7724 or EnterpriseSupport@fjjd.texas.gov



JCMS DOCUMENTATION

® The TJJD website contains numerous documents
and webinars for entering data in JCMS.

®* Some of the webinars include training hours

®* The documents and webinars are available here:

http: / /www.tjjd.texas.gov/services /jcms.aspx


http://www.tjjd.texas.gov/services/jcms.aspx

EnterpriseSupport@tjjd.texas.gov

(512) 490-7724



mailto:EnterpriseSupport@tjjd.texas.gov

